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Welcometo Travel Express

Travel Express is a web based application accesaibfwhere with the Internet Explorer
browser. To access this application you will nesethunch the Internet Explorer
Browser and select the Idaho State Controller’s srehwww.sco.idaho.gov

SelectlLogon

to online applications, enter your username arsg\ward and seledtravel

Express from the applications menu screen.
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Donna M. Jones
Office of the State Controller

Bookmark this page for quick access

You will only be able to access those applications you have been authorized to use.
If you do not have authorization to enter an application that you wish to,
contact your agency security administrator

When you are finished using the applications,
please logoff to disconnect your secure connection,

Click on Travel

Declare State Surplus Property

Emplovee Self-Service Online Reporting

Form W-2 Pay Stubs

GAAP Closing Packages Statewide Accounting System
IBIS Travel Express

IPOPS Vendor Maintenance

I-TIME

Multi-trip processing

Express to open

You have two selections on the main travel expsessen. For new submissions use the
dropdown list under “Create Travel Voucher” ancesteCreate New Voucher. The
“View All Vouchers” allows you to see a history ydur vouchers in process and paid.

TR
%e & Travel Express
: Idaho State Controller’s Office

\Welcome to the Idaho State Controller's Travel Express Application. From here you can
create your travel reimbursement document or view previously created documents.
You can also monitor the progress of a document as it flows through various approvals.
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Select aview

Use the dropdown list and
select "create a multiple INFORMATION PAGE
travel voucher®”.

For assistance contact Suanne Kora (208)-332-8B828ail skora@sco.idaho.gov



Travel Express — Claimant Information Office o# thlaho State Controller
January, 2007 Bureau of Systems Administration

As with the single trip you will need to enter @fficial Home Station, Purpose of
Travel and Person Vehicle License Number (1). UnderTripl enter the dates, times and

miles driven (2). Save your data. Your vouchdl be saved as a draft to allow you to
add future trips.

Travel Express
Idaho State Controller’s Office CReviewer [ ]
MARY EVERILL-140

Claimant Information
| hereby certify that the information in this voucher is correct and just. | hereby certify that the travel was performed under competent orders, the purpose for which it
was undertaken, and that the same was necessary in the public service.
Official Home Station ﬂamse
Purpose of Travel "Hume far the weekend from session

140-CONTROLLER Personal Yehicle | EZSEIen
License Number
[HET ] ET R AR EVERILL-140 State Vehicle  |]
License Number

Trip 1

Leave L¢nv¢ Tim¢ Rehlm Tim¢
Date

Return| [HEET Selected ley PBarﬂ"' ®
Date Twm Falls

When you are ready to add the next trip, Ioglnnd an the main screen select View All
Vouchers. Your can then select your draft voudtaan the list in your folder (4).

Travel Express
ldaho State Controller's Office

Travel Express Documents by Claimant

Claimant Name Status Current Approwzr Origin City Dest. City Leave Dte Return Dte Create Dte

MARY EVERILL-140 Draft - MARY EVERILL-140 BOISE BOSTON  07/18/2008 0772172006 08/09/2006 026502 AM
MARY EVERILL-140 Draft - MARY EVERILL-140 01/18/2007 02:24:13 PM
Scroll down the retrieved document and clickAad Trip (5).
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Repeat the steps taken in view (2). Save your wipsn finished, and when ready to
submit for processing go to the top of the screabmit click in the Fiscal radio button,
and select “Terrill Franks” from the dropdown lisElick theRoute To button to
complete the process.

For assistance contact Suanne Kora (208)-332-8B828ail skora@sco.idaho.gov



